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FORNL HR-RM 1 ( UEST FOR RECORDS RETENTION SOC‘JULE ) ISCHEDUL
(8. 80)
Hall of Records To be Submitted to the Records Management Division NO.
Commission Hall of Records Commission I:;GE "
2. Division or Bureau of Requesting Agency

Requesting Agency . MONTGOMERY COUNTY
DEPARTMENT OF INSPECTION AND LICENSES

3. Authorization Requested (Check only one of the squares below)

DIVISION OF BUILDING INSPECTION

&

A B C
Dispose of present accumulation. .No Establish retention schedule for re- Microfilm and destroy originals.
additionol accumulation is antici- cords for which there 1s a continuing Ongmals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to etained for the period of time indicated.
to warront retention. have value to warrant their retention after
. the period of time indicated.
5. Description of Records 6. Recommendation
of Hall of Records

and Board of Public

4,
Describe records accurately. Inciude title, form number, size of documents
Works.

ltem
N work or activity to which the records relate inclusive dotes and quantity
°- (cubic or linear feet). Show recommended retention period.

l. PRIVATE OWELLING PLANS FILE

Dates: 1958 -~
Quantity: Approximately 150 cublc feet

These plans cover private one or two family dwellings and altera-

tions thereto and are submitted to the Division of Bullding Inspec-
tion at the time application is made for a building permit. They ar4
used for Inspection purposes during the course of construction.

RECOMMENDATION: RETAIN IN COUNTY RECORDS CENTER FOR THREE YEARS
AFTER LAST INSPECTION AND THEN DESTROY,

2. GOVERNMENT BUILDINGS, MULTIPLE DWELLING AND APARTMENT UNITS, CHURCHE&
JNSTITUTIONS AND COMMERCIAL BUILDINGS PLANS FILE -

”  pates: 1936 -
Quantity: Approximately 200 cublc¢c feet

As In the case of private dwelllngs, these plans are submitted when

application Is made for a bullding permit and are used for inspectior

purposes during construction.

REDOMMENDATION: RETYAIN IN COUNTY RECORDS CENTER FOR THREE YEARS
AFTER INSPECTION AND YHEN DESTROY.

APPROVED
CORDS COMMISSION

HALL OF Re

7. Agency, Division or Bureau Representative
: ‘ ! ZE ; ! / :' A} . ) . k’_ } 2 — C j
'7 Title 3 Dote

Signature
edule .Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

h
‘ords Commission. .
. ) &m SEP 19 1961 :
P7VL” Mt & Lot ik R
Date Date Secretary
o

Archivist
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Hall of Records * {(Continuation Sheet) PAGE
Commission NO. 2
: . 5. Description of Records ' . 6. Recommendation
q Describe records accurately. Include title, form number, size of documents of Hall of Records
em work or activity to which the records relote inclusive dctes and quontlty - |and Board of Public
No. {cubic or linear feet). Show recommended retention period. Works.

3. | APPLICATION FOR BUILDING PERMIT

Dates: 1956 — ..
" -Quantity: 26 file drawers
" -Annual Accumulation: 5. file drawers
_ File Arrangement: HNumerical by building pem!t number
: Audit. Psriodlc lnternal audlt° annual external audit

| The ﬂivlsion of Bulldlng inspectlon recelves approxlmately 7,000
bulldlng applications annually. The application is a yellow, two-
slded unnumbered form. .11 |s submitied by the bullder or his agent
and attached to it are a plot plan, street check forms, bond papers,
and the Fire Narshal's tnspection Reports. The fee, receipt number,
‘and the building permit number are Indicated on the .form. There are
12 file drawers of building applications covering commerclial, govern
mental, and institutional buildipgs which the Division has retained
since 19148 and is accunulatlng at the rate of approxlmately l file
drawar per year : , L '

_ APPROVED
HALL OF RECORDS COMMISSION

RECOHHENDATIDN' RETA"I THREE YEARS (TVO \'EARS lN OFFICE AND OKE
¥YEAR - lN COUNTY RECORDS CENTER), AND THEN GESTRW IR

-.‘l. smunnc PERNIT FILES - e T

: Dates. 1948 -
‘Quantity: 36 cubic feet
- Annual Accumulation: 5 cublc feet -
. Fi le krrangement' ‘Numerical by permit -number ‘

Thls is-a pre—auabered gn x gn fom which Is ptepared In quadruplie-
cate. ‘When the permit Is Issued, the original goes to the applicant|-
and ‘the first copy goes to a divisional bullding file, the second

copy goes to the Assessorts Office, and the third copy is given to
the inspector.: The latter makes his inspection, notes' his comments
on the reverse side and returns the form to the O0ffice. This is the| .
copy subject to the recommendation below. .The Otvisional! bullding
file copy is considered.non-record within the meaning of the statuve|
governing non-record material (Annotated Code of Maryland 1957 Edi-
tion, Article 41, Sec. 179) and may be destroyed as soon as it ceaseF' ‘
to have adninistratlve value to the office.

RECOMMENDATION: .RETAIN FIVE YEARS AFTER {SSUANCE mmnr
OFFICE AND TWO. rms N nommr RECORDS wmn). THEN DESTROYUIN XD 13Y

B_.ARD (F R BLIC WORKS

. 5. ELECTRICAL PERMIT APPLECATIONS

. Dates: 1958 -- SEP 19 1961
‘Quantity: - 7 flle drawers: :
'Annual Accumulation: 3 file drawers %M Ak
File Arrangement: . By permit number L
Audit: Perilodic luternal“audlt; annual external audit SECRETARY

i’ ——
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Hall of Records (Continuation Sheet) PAGE
Commission NO. 1
. 5. Description of Records 6. Recommendation
q Describe records accurately. Include title, form number, size of documents, .|of Hall of Records
em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.

ELECTRICAL PERMIT _APPLICATIONS (Continued)

This application form Is submitted by the Electrical Contractor and
Indicates the location and type of work, the fee pald, and the num-
ber of the permit issued. This form is necessary for audlt purposes

RECOMMENDATION: RETAIMN THREE YEARS AFTER RECEJPT (TWO YEARS IN OF-~
FICE AND ONE YEAR {R COUNTY RECORDS CENTER), AND THEN DESTROY.,

So

t

1

~ APPROVED
HALL OF RECORDS COMMISSION

6. | ELECTRICAL PERMIT FME -

Dates: 1948 -
Quantity: 42 cubic feet )
Annual Accumulation:: 5 cubic feet

File Arrangement: By permit number
Audit: Periodic internal audit, annual external audit

This is a pre-numbered form 9" x 9%. , prepared in tripl'!cate. The
original goes to the applicant, the first copy to a temporary file,

and the second copy is used for inspection purposes and Is returned
to the Office ~s the record copy.: The record copy:is used for audit
purposes. 'The first copy is considered non-record within the mean-

. ing of the statute governing non-record material {Annotated Code of
Maryland 1957 Edition, Article b1, Sec. 173) and may be destroyed
as soon as it ceases to have administrative value to the office.

- RECOMMENDATION: RETAIN RECORD COPY FIVE YEARS AFTER ISSUE (THREE
VEARS IN OFFICE AlD TWO YEARS IN COUNTY RECORDS CENTER), AND
THEN DESTROY.

7. | ELEVATOR PERMIT AND INSPECTION FILE

Dates: 1948 - -
Quantity: 3 file drawess
Annual Accumulation: 12 linear inches v

File Arrangement: By elevator file number

An application must be made to the Division of Building ¥nspaction
for each elevator constructed in the County. After the plans are
inspected, a permit is issued which must be renewed yearly for a
fee of $20. Semi-annual inspections are required and the inspect-

or's report is flled in the jacket.
D PlAns ok D

RECOMMENDATION: A) RETVAIN THE APPLICATION, PERMI
THE LiFE ‘OF THE BUILDING, B.ARD o F P

B) RETAIN THE SEMI-ANNUAL INSPECTION REPORTS_FQR 1#, 1961

o THREE jms AND THEN DESTROY.
' ' AR By
zz%’%*a;‘“

) SEC

o) 13Y
3.1C WCRKS
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¢ Commission | No. {
5. Description of Records 6. Recommendation
" Describe records accurately. Include title, form number, size of documents, of Hall of Records
tem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. {cubic or linear feet). Show recommended retention period. Works.
8. PLUMBERS AND GAS FITTERS APPLICATIONS AND PERMITS
Dates: 1958 —
Quantity: 1§ foot =
Annual Accumulation:  Negligible o
File Arrangement: Humerically by permit number fQ
r M . E
This file consists of applications for plumbing or gas fitting per- o=
mits. The application forms provide Information sbout the job for W
which the license is required. The permit number is indicated on =
the application form, which is filed. The permit is prepared in :’ S
original only and Is issued to the applicant. o -3
: . O
-t vy
RECOMMENDAYION: RETAIN APPLICATION THREE YEARS AND THEN DESTROY, : az
. ' ' [ -
9. | RECORD OF PLUMBING {MSPECYIONS °
' <
x

"

Pates: 1958 --
Quantity: 1 linear foot

Annual Accunuiation: -3 Inches

File Arrangement: WNumerical by permit number

N

\

mit to a plunber snd retains a copy in a pending file unti) this
Record of Plunbing #nspection card 13 substjtuted.

RECOMMENDATION: RETAIR FIVE YEARS AKD THEN DESTROY.

OCCUPANCY CERTIFICATE APPLICATION

Dates: 195} -- .
Quantity: 3 flle drawers
Annual Accumulation: % file drawer

By occupancy permit number

fFile Arrangement:

issued for use of a bullding other than as a private residence.

This is a Eit m O card file of Individual inspections made of plumb-
ing installations. The Division of Building inspection issues a per¢t

The Montgomery County Cc;de requires that an occupancy certlficate be
The

certificate is good as long as a similar use prevalls and is not re-
Each file contains a plot plan,

tors—and—an

130

newable when the occupant changes.
and approvals of the bullding and electrical lnspeﬁ ; T N
spection report from the Fire Marshal. Al2, iV 1K) o3
B_m..b F PlBLIC WURKS
RECOMMENDATION: RETAIN PERMANENTLY,
11. | LICENSE APPLICATICN RECEIPTS SEP 1f9 1961
Dates: 1958 — /W/vwﬁw 2
Quantity: 3 file drawers VV/EW/E‘K/’/%“‘
SECRETARY

Flle Arrangement:
Audit: Perlodic internal ?udlt; annual external audit

-

Annual Accunulation: 1 file drawer
By month, then by applic=rton Bumber-——— -
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Commission NO. 5
6. Recomrendation

..

No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,

{cubic or linear feet). Show recommended retention period.

of Hall of Records

work or activity to which the records relate, inclusive dates, and quantity - and Board of Public
i Works.

12,

LICENSE APPL!CAT!ON RECE"’TS (Contlnued}

it lists all }icenses and permits issued by the Department and pro-
vides a space for entry of the fee charged. Before a permit or li-
cense {s Issued, the applicant must secure this form from the Depart
ment of inspection and Licenses, take it to the Finance Department,
pay the required fee, and return the receipted form to inspection '

and Licenses, which then issues the permit or license. The appli-
cant receives the original of the form. The Division of Revenue and

Disbursements of the Finance Department fetalns the blue copy and
Pepartment of Inspection and Licenses retains the yellow copy which

Is the official copy. This Is the copy whlch is aud!ted by both the
lnternal and external audltors.

RETAIN THE \'ELLW COPY FOR THREE YEARS OR’ UHT!L
(RETIRE YO COUNTY

v

RECOMMENDAT ) ON:
AUDITED, WHICHEVER 1S LATER, AND THEN DESTROY.

RECORDS CENTER AFTER AUNT)
REJECTED BUILDING APPLICATIONS

4

Dates: 195! —

Quantity: 1 file drawer
- Annual Accumulation: 4 inches

File Arrangement: Alphabetical by street

This :.is a flle of bullding applications which have been rejected
or for other reasons,  Approximately 100 applications are rejected
each year. - '
RECOMMENDATION: RETAIN THREE YEARS AND THEN DESTROY,

WALL CHECKS

Dates: 1954 ~-

Quantity: 8 file drawers

. Annual Accumulation: 1 file drawer

: File Arrangement: Alphabetical by street

These records are property plats prepared by a certified engineer
and submitted by builders to show wall locations in relation to lot

This is a pre-nwnbered B x IO" form which is prepared in tr!pllcatm :

APPROVED
HALL OF RECORDS COMMISSION

because of zoning, poor structure not conforming to thas Building Codp,

boundaries. Yhe plats are used by ‘the Division of,
tion to check for conformsnce to Zoning Ordinance pet-backs, Ap- )

proximately 3,000 waH checks are recorded annuall ‘B ‘b UF P

N DESTROY.

nscmummou. . RETAIH FOR. LIFE OF BUILDING AND
. SEP

PERMIT lllDEX FlLE

SPOCa—

A}

19

ISi) i3Y
5.ic V.OKKS

1961

Dates: 1953 «- ‘

_ SECRETARY

© Quantity: 36%ibic feet

Annual Acamulation: 2 cubic feet

Fite—Arrangenent:—By—street—andthen—byhousenumber




-

16.

17.

‘| MONTHLY SUMMARY OF PERMITS ISSUED

This file consists of 4" x 6 cards, containing the address of each
building in the County for which a bullding, electrical, occupancy
or plunbing permit has beon Issued. It Is used to determine If any
of the above permlts have been lssued for a particular building.
The flle s also used by Inspectors In the Department of Inspection
and Licenses, the Department of Public Works, the Park and Planning

Commission, and by private attorneys.
RECOMMENDATION: RETAIN CARDS FOR LIFE OF BUILDING AND THEN DESTROY.

Dates: 1923 -- ' .
. Quangity: 3 cubic feet ;| & ViL XM &D
Amnual Accumulaticn: Negligible
File Arrangement: Chronological

This is a da:iy record of all bullding permits listed by permit num-
ber and valuation of building, and is summarized monthly. Copies of

the report are sent to the County Managar, Division of Assessments,
Park and Planning Commission, and others. '

(RECOMMENDATION: RETAIN ORIGINAL FILE PERMANENTLY.

A}

SUBDIVISION PLATS

) ,‘Fl le Arrangement: MNumerical
-ndexed: Alphabetical by subdlvision name

These books contaln the subdivision plat coples recorded by the Park
and Planning Commission after approval by the Department of Public

for reference when application for a building permit is made to de-
termine width of streets, slze of lots, easements, restrictions, and
for other purposes. .The original copies are filed with the Park and

Works and the Mashington Suburban Sanitary fommission. They are usedl

APPROVED
HALL OF RECORDS COMMISSION

<
)
- ) / 7 R
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-+ Holl of Records (Continuation Sheet) PAGE
. Commission NO.
5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
q:em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o. (cubic or linear feet). Show recommended retention period. .. Works.
W, PERNIT INDEX FILE (Continued)

Planning Commission. The copies subject to this schedule are con-
sidered non-record within the meaning of the statufe governing non-
record material (Annotated Code of Maryland 1957 Edition\ Artiéid k)
Sec. 179) and may be destroyed as soon as they cease 3o haye addimp, |

istrative value to the office,

CORRESPONDENCE

Quantity: U4 file drawers

SEP 14

154)

) 1961

‘Annual Accumulation: % file drawer

 Dates: - 1951 - AR Y Wy Iér\.

Y

BA_}'\.: \V.CKKS

File Arrangement: -~ By subject —
This flile consists of correspondence with individuals primarily re-

garding camplaints pertaining to the building, electrical, and plumbt

ing codes, plus a smaller amount ot‘, correspondence with State and

——

RECOMMENDATION: RETAIN THREE YEARS AND THEN DESTROY.

.




